
 

MART EWS: Serial Appointment Check-In Process for Lab and Radiology Staff 

 

Laboratory and Radiology staff will participate the new ‘Serial Appointment’ Check-in process for patients who 
have multiple appointments in one day. 

1. After you have seen the patient for their Lab or Radiology appointment, open PowerChart from either 
your ‘Single Sign On’ page or the Citrix icon on desktop.  
 

2. Go to the far right of screen to the white box next to ‘Recent’, ‘Name 
or MRN’.  Search here for the patient – enter using either Name or 
MRN.  
(You can also click ‘Patient’ on the main upper toolbar on left side; this will open the Search box.) 
 

3. Select correct patient in upper pane using SB Identifiers. All of that patient’s encounters will display in 
the lower pane. Go to the lower pane and select today’s encounter. 
 

4. Patient’s chart opens.  Look for the Menu/Table of Contents on left and click on Patient Schedule 
section. A list of appointments will display in pane on right.  

        

 

 

 

 

 

 

 

 

 

 

 

 

 

 



5.  Select the next appointment for today’s date. 
      Right click and select ‘Check-In’ from drop down menu. (The Appointment Type could be a provider  
       appointment or a radiology appointment.) 
 

 

 

 

      

 

 

 

 
6. Check-In page opens, click OK button lower right. 

 
 
 
 

7. Registration Conversation window opens. Click the drop down arrow & select the ‘Register Patient’ 
conversation, click OK.  

 

     

  

 

 



8. Registration form opens and is already completed; all yellow required fields will be addressed by the 
Patient Access Rep during the initial Check-In.    Click ‘Complete’ button lower right.     

 

 

9. The Encounter on ‘Patient Schedule’ will display as ‘Checked In’ and on the Organizer Schedule as 
Checked In. This communicates to the staff in the next area that the patient is ready.  Escort your 
patient to the Waiting Area for the next staff member to meet.  

 

 

 

 

 

         Encounter on Organizer Schedule will display as Checked In. 
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